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|| SF 424

The SF 424 is part of the CPMP Annual Action Plan. SF 424 form
{f fields are included in this document. Grantee information is linked
from the 1CPMP.xls document of the CPMP tool.

Complete the fillable fields (blue cells) in the table below. The other items are pre-filled with values from the
Grantee Information Worksheet.

Date Submitted Applicant Identifier Type of Submission

Date Received by state State Identifier Application Pre-application

Date Received by HUD Federal Identifier [1 Construction [1 Construction
[ 1 Non Construction [ 1 Non Construction

Applicant Information

City of Lowell MA251284 LOWELL

JFK Civic Center DUNS = 079521928

50 Arcand Drive City of Lowell

Lowell Massachusetts Office of the City Manager

1852 U.S.A. Division of Planning and Development

Employer Identification Number (EIN): Middlesex

04-6001396 Program Year Start Date (MM/DD)

Applicant Type: Specify Other Type if necessary:

Local Government: City Specify Other Type

U.S. Department of
Program Funding Housing and Urban Development
Catalogue of Federal Domestic Assistance Numbers; Descriptive Title of Applicant Project(s); Areas Affected by
Project(s) (cities, Counties, localities etc.); Estimated Funding

Community Development Block Grant 14.218 Entitlement Grant

CDBG Project Titles: Description of Areas Affected by CDBG Project(s):
City Program Year 2007-08 CDBG Projects City of Lowell, Massachusetts

CDBG Grant Amount: $2,441,426 $Additional HUD Grant(s) LeveragedDescribe

/Additional Federal Funds Leveraged: $7,367,706 Additional State Funds Leveraged: $1,641,932
Locally Leveraged Funds: $1,454,714 Grantee Funds Leveraged: $443,770

Anticipated Program Income: $127,500.00 Unexpended Prior Year Funds: $20,000

Total Funds Leveraged for CDBG-based Project(s): $13,497,048
. _______________________________________________________|

Home Investment Partnerships Program 14.239 HOME

HOME Project Titles: Description of Areas Affected by HOME Project(s):
City Program Year 2007-08 HOME Projects City of Lowell, Massachusetts

HOME Grant Amount: 1,099,737 $Additional HUD Grant(s) LeveragedDescribe

)Additional Federal Funds Leveraged: $1,833,014 Additional State Funds Leveraged: $3,344,174
Locally Leveraged Funds: $455,000 Grantee Funds Leveraged: $0
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Anticipated Program Income: $350,000

Unexpended Prior Year Funds: $26,000

Housing Opportunities for People with AIDS

Total Funds Leveraged for HOME-based Project(s): $7,107,925

14.241 HOPWA

HOPWA Project Titles:
City Program Year 2007-08 HOPWA Projects

Description of Areas Affected by HOPWA Project(s):
Middlesex County, Massachusetts

HOPWA Grant Amount: $622,000

$Additional HUD Grant(s) Leveraged‘Describe

/Additional Federal Funds Leveraged: $713,243

Additional State Funds Leveraged: $361,477

Locally Leveraged Funds: $110,708

Grantee Funds Leveraged: $121,162

Anticipated Program Income: $0

Unexpended Prior Year Funds: $32,000

Emergency Shelter Grants Program

Total Funds Leveraged for HOPWA-based Project(s): $1,960,590

14.231 ESG

ESG Project Titles:
City Program Year 2007-08 ESG Projects

Description of Areas Affected by ESG Project(s):
City of Lowell, Massachusetts

ESG Grant Amount: $104,830

$Additional HUD Grant(s)

Leveraged Describe

/Additional Federal Funds Leveraged: $267,796

Additional State Funds Leveraged: $1,659,950

Locally Leveraged Funds: $204,000

Grantee Funds Leveraged: $6,500

Anticipated Program Income: $0

Other (Describe)

Congressional Districts of:

Total Funds Leveraged for ESG-based Project(s): $2,243,076

Is application subject to review by state Executive Order

MA-5th | MA-1, 3-8

12372 Process?

Is the applicant delinquent on any federal debt? If [1Yes | This application was made available to the

“Yes” please include an additional document state EOQ 12372 process for review on DATE

explaining the situation. X No Program is not covered by EO 12372

] Yes X No [JN/A | Program has not been selected by the state
for review

Person to be contacted regarding this application

Adam C

Baacke

Deputy DPD Director 978-446-7200

978-446-7014

abaacke@ci.lowell.ma.us

www.lowellma.gov

Other Contact

Signature of Authorized Representative

Date Signed

SF 424
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City of Lowell

3. EFFORTS TO BROADEN PARTICIPATION

The components of the citizen participation plan discussed above have been
designed with the explicit intention of accommodating and encouraging participation
by low and moderate income residents, residents of low and moderate income
neighborhoods, members of minority groups, persons with limited English skills, and
persons with disabilities.

In addition to these efforts, the City of Lowell has recently completed and adopted a
twenty-year Master Plan. That plan was guided in large part by the results of an
extensive public opinion research process. This process included a 1001 household
telephone survey conducted in five languages (Spanish, Khmer, Portuguese, and
Brazilian Portuguese in addition to English) with careful scientific sampling
techniques used to ensure proportional representation among various minority,
geographic, age, and income groupings. Survey respondents included 273
households earning below $30,000 annually and 233 households earning between
$30,000 and $49,999 annually. The Master Plan outreach effort also included an
extensive telephone survey of businesses, several resident focus groups, and
interviews with 60 community leaders, all of which included proportional participation
by minority and low-income residents. The results of this outreach and the
subsequent plan also have played a primary role in the development of this
Consolidated Plan.

Plan development consultations in conjunction with the Five-Year planning process
included specific targeted outreach to service providers, subrecipients, and their
clients involved in the delivery of eligible program activities to eligible populations.
These consultations necessarily involved the active participation of members of
minority groups, low-income and moderate-income individuals, persons with limited
English skills, and individuals with disabilities.

Finally, the City is reviewing its compliance with Fair Housing and Equal Opportunity
requirements as part of its update to the Analysis of Impediments to Fair Housing
Choice. This review will include identifying necessary updates to the City's
Affirmative Action Plan and development of a Plan for Persons with Limited English
Proficiency.

This year also marked the third year that all notices of public hearings, the project
selection process, and the plan development process were posted in Spanish,
Portuguese, and Khmer, as well as English.

4. COMMENTS NOT ACCEPTED

All written comments received during the comment period were accepted. All
testimony voiced at the April 5, 2007 public hearing has been accepted. Responses
are noted above where applicable.

Third Program Year Action Plan 42 Version 2.0



City of Lowell

Institutional Structure

1. Describe actions that will take place during the next year to develop institutional
structure.

Program Year 3 Action Plan Institutional Structure response:

INSTITUTIONAL STRUCTURE

The central responsibility for the administration of the Annual Action Plan is assigned
to the Division of Planning and Development (DPD). This agency will coordinate
activities among the public and private organizations’ efforts to realize the prioritized
goals of the Annual Action Plan. Extensive public-private partnerships have been
established and organized to address the City's housing and community development
needs. The Division of Planning and Development will access, facilitate, and
coordinate resource linkages and draw from the immediate sources of expertise in
the community to strengthen existing partnerships and develop new collaborative
relationships.
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City of Lowell

Monitoring

1. Describe actions that will take place during the next year to monitor its housing
and community development projects and ensure long-term compliance with
program requirements and comprehensive planning requirements.

Program Year 3 Action Plan Monitoring response:

1. MONITORING

RECIPIENT MONITORING

In order for the City to monitor itself, the Division of Planning and Development
(DPD), the agency charged with administering and implementing the Annual Action
Plan, has developed an internal management plan to assure the proper and timely
implementation of the strategic plan and the annual plan. Procedures have been put
in place to assure proper compliance with all program requirements for the CDBG,
HOME, HOPWA, and ESG entitlements.

Since the annual performance report is not completed until September of each year,
an analysis of the comparison of the achievements of the recently completed
program year cannot be measured against the goals identified in the strategic plan
until that time. Most adjustments to the annual plan must be made every other year
to try to meet the stated goals of the five-year strategic plan.

The DPD also monitors the amount of available funding utilizing the IDIS and the
City’s MUNIS accounting system to assure that uncommitted and expended funding
does not exceed allowable HUD-recommended levels.

SUB-RECIPIENT MONITORING

The City of Lowell, Division of Planning and Development (DPD) is responsible for
oversight of all designated sub-recipients of CDBG, HOME, HOPWA, or ESG funds and
will perform the following tasks:

e Distinguish between sub-recipients, contractors, and other entities,

e Execute written agreements containing all required elements before providing
funds to sub-recipients,

e Periodically review sub-recipients in order to determine that program
requirements are being met; and

e Take effective corrective and remedial actions toward sub-recipients who do
not comply.

The DPD staff has developed a monitoring handbook and forms to use in monitoring
public service, physical improvement/construction, and economic development
projects. Priority has been given to activities that appear to be delinquent in
submitting paperwork in a timely fashion and new activities. A copy of the
monitoring handbook is included at the end of this plan.

POLICIES AND PROCEDURES

The City of Lowell Division of Planning and Development’s monitoring process is
more fully described in the Five-Year Consolidated Plan which is available for review
on the City’s website at www.lowellma.gov.
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City of Lowell

MONITORING PLAN FOR FY2007-08

For FY2007-08, a Monitoring Plan will be in place on the first day of the fiscal year -
July 1, 2007. There are at least two channels for sub-recipient monitoring: 1) a
monthly “desk audit” of monthly reports and 2) on-site monitoring visits. The City of
Lowell recognizes that monitoring is an important and ongoing component of the
CDBG, HOME, HOPWA, and ESG programs and is committed to completing at least
one on-site visit at each new program site before December 31, 2007.

DPD Project managers will be responsible for monitoring their assigned projects and
activities, and priority will be given to new CDBG, HOME, HOPWA, and ESG-funded
projects and/or organizations. Monthly “desk audits” of the programs allow project
managers a chance to track the timeliness of expenditures. On-site monitoring
provides an opportunity for DPD staff members to ensure sub-recipients are in
compliance with Federal regulations and are actively working to achieve the
objectives outlined in their grant agreement and the Annual Action Plan. Site visits
also allow sub-recipients to receive technical assistance and provide feedback about
program administration.

DPD’s goal is to visit every sub-recipient each year, but due to time constraints and
the sheer volume of programs being funded, it is not always possible to do so.
Therefore, by carefully examining sub-recipients’ past performance, the Division of
Planning and Development (DPD) will conduct a risk assessment to identify which
sub-recipients require a more comprehensive monitoring. High-risk sub-recipients
might include:

e Sub-Recipients new to the CDBG, HOME, ESG, or HOPWA programs;

e Sub-Recipients that have experienced turnover in key staff positions or a
change in goals or direction.

e Sub-Recipients with previous compliance or performance problems including
failure to meet schedules, submit timely reports or clear monitoring or audit
findings.

e Sub-Recipients carrying out high-risk activities (such as economic
development); and

e Sub-Recipients undertaking multiple CDBG, HOME, ESG, or HOPWA-funded
activities for the first time.

DAVIS BACON COMPLIANCE:

DPD has recently appointed a Davis Bacon Compliance Manager to oversee any
projects that require Davis Bacon compliance. In addition, we have revamped our
agreements to include all necessary information that must be included in a sub-
recipient’s contract for construction projects:

- HUD Form 4010 - Federal Labor Standards Provisions

- HUD Form 2992 - Certification Regarding Debarment and Suspension

- The appropriate wage determination

- A copy of the "Notice to All Employees” poster, to be posted at job site

- A copy of the “"Contractor’s Guide to Prevailing Wage Requirements for
Federally-Assisted Construction Projects”, which is to be provided to the
prime contractor

The DB Compliance Manager will conduct site visits, conduct employee interviews,
and check the weekly payroll forms for accuracy and compliance.
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City of Lowell

MINORITY AND WOMEN BUSINESS OUTREACH PROGRAM

There are several practices and procedures in place within the City of Lowell to
encourage the participation of Minority Business Enterprises (MBE) and Women
Business Enterprises (WBE) in its contracts and construction projects. A formal
written policy exists regarding the City's MBE/WBE Program, which is monitored by
the Affirmative Action Officer. This policy deals with goods, services, and supplies
and is explained to and monitored with regard to City department heads, as well as
via pre-construction conferences dealing with all construction projects in the City.
Minority utilization is also greatly encouraged in all hiring practices with regard to
City projects.

The City of Lowell goes beyond its written policies to encourage the utilization of
minority and women-owned businesses and low-income local residents by:

a. Noting that MBE/WBE businesses are encouraged to participate in all
bid ads advertised.

b. By annually sending out letters encouraging the local and area
MBE/WBE certified businesses to participate in City activities.

C. By working with the area Employment and Training Office, Job
Training Partnership Act, to set up a referral system between area
contractors working on City projects and local low-income persons
seeking training and/or employment via the 25% Local Residency
Clause.

d. An area agency recruitment list, media contact list, union/non-union
contact list, and affirmative action assistance list is also mentioned
and given to each project contractor, as well as anyone else who
requests assistance.

In reference to applying the City's established MBE/WBE Practices and Procedures to
Lowell's HOME funded activities, the City will:

a. Make every reasonable effort to encourage the use of minority and
women's business enterprises in connection with HOME assisted
activities.

b. To the maximum extent possible, seek the inclusion of minorities and
women, and businesses owned by minorities and women in the areas of
real estate, construction, appraisals, management, financial services,
investment banking, lending, underwriting, accounting, and legal
services, in all contracts entered into by the City of Lowell such persons
or entities, public or private, in order to assist in the activities funded by
the HOME Program.

Specifically, the City will take steps as part of its minority outreach program to
establish procedures to include minorities and women, and minority and women
owned businesses in the development and implementation of its HOME Program
activities. Utilizing the City's established practices and procedures, it will develop a
systematic notification process for all services necessary to a HOME funded activity
that will include:

a. Direct reference to encourage minority and women business enterprises
to participate in all solicitations for bids.

b. Direct periodic mailing to all identified local and regional MBE's and
WBE's encouraging participation in Lowell's HOME assisted activities.

c. Direct periodic mailing to all identified minority and women oriented
service agencies and associations that may assist in encouraging

Third Program Year Action Plan 46 Version 2.0



City of Lowell

e Area shelters full or incapable of handling specific needs of people living
with HIV/AIDS

No continuum of housing in the area

Not enough or no public transportation

Area landlords refusing to accept Section 8

Lack of affordable family housing

Past or current substance use barring people from housing

Several organizations in Lowell have built or are in the process of building permanent
housing for homeless individuals and families. House of Hope, a shelter for families,
completed 10 new family units adjacent to its shelter in 2005, and is in the process
of completing an additional permanent unit. The Lowell Transitional Living Center
recently rehabilitated its building and is providing 12 units of permanent housing for
individuals. Alternative House, a shelter for domestic violence victims and their
families, is in the planning stages of building 6 permanent housing units.

The SHIFT (Standardized Housing for Individuals and Families in Transition) coalition
in Lowell is comprised of approximately 40 service providers, including the Dept. of
Mental Health and the Dept. for Transitional Assistance, etc. Last year SHIFT
moved all area families that were housed in hotels and motels into permanent
housing. The second part of its mission is to develop methods to prevent
homelessness, and the group continues to work with the State and the Governor's
Inter-Agency Council to design programs and initiatives to accomplish this.

Recommendations include removing at least some of the above barriers to allow
State and Federal dollars to be used with greater flexibility, to relax CORI regulations
after careful review by providers, and to develop more affordable and decent
housing, including scattered sites with supportive service, and congregate housing
for those who are tri-diagnosed or are late stage clients.

8. EXPECTED TRENDS

Although the number of documented cases of AIDS has doubled in some areas of the
Commonwealth of Massachusetts, these areas haven’t seen a proportional increase
in housing services. One AIDS housing report states that as many of 50% of
persons living with HIV/AIDS will need housing assistance. Minority populations
continue to increase in size, and often face a high rate of poverty in the state. 59%
of persons recently diagnosed as HIV-positive are people of color. Both Federal and
State dollars for assistance are decreasing, adversely affecting both housing and
support service needs. The trend for coping with these adversities continues to be in
leveraging the existing funds via coalitions and partnerships.

9. EVALUATIONS AND ASSESSMENTS

In January of 2005, AIDS Housing Corporation (AHC) conducted an AIDS Housing
Needs Assessment, “Housing is Health Care” study. This report includes evaluations,
assessments and recommendations for Middlesex County. Other than program
monitoring for both outcome and output accomplishments as well as program
compliance, no additional formal evaluations or assessments of the HOPWA program
are anticipated at this time.
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City of Lowell

Specific HOPWA Objectives

Describe how Federal, State, and local public and private sector resources that are
reasonably expected to be available will be used to address identified needs for the
period covered by the Action Plan.

Program Year 3 Specific HOPWA Objectives response:

HOPWA PROGRAM RESOURCES

The Consolidated Plan resources contributed to these projects will leverage resources
from municipal and State government sources as well as those of private foundations
and other private sector contributors. Specific budgets and leveraged funding for
individual projects are described on the project worksheets in this plan.
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City of Lowell

Other Narrative

Include any Action Plan information that was not covered by a narrative in any other
section.

Public Hearing Sign-In Sheets

City of Lowell, Community Planning and Development Monitoring
Handbook

Certifications

Project Worksheets
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CIiTYy OF LOWELL, MA

Community Planning And Development
Monitoring Workbook

OFFICE OF THE CITY MANAGER
DIVISION OF PLANNING AND DEVELOPMENT

50 Arcand Drive, JFK Civic Center, Lowell, MA 01851

TEL: 978-446-7200 / FAX: 978-970-4262
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1.0 PURPOSE

The City of Lowell’s Division of Planning and Development (DPD) is committed to the
successful coordination and oversight of Community Development Block Grant
(CDBG), Home Investment Partnerships Program (HOME), Emergency Shelter Grant
(ESG) and Housing Opportunities for Persons with AIDS (HOPWA) programs.
Monitoring is an important and required component of this process, as it determines
if a subrecipient is carrying out an approved activity in a timely manner, ensures
compliance with federal regulations and provides technical assistance and guidance
to subrecipients.

The purpose of this workbook is to provide an overview of the City of Lowell’s
monitoring policies for federal grant subrecipients. The workbook is designed to be a
reference guide for DPD staff and members of the Citizen Advisory Committee. For
more information about the City of Lowell’s CDBG monitoring policies, please
contact:

Adam Baacke, Deputy Director for Economic/Community Development
City of Lowell, Division of Planning and Development

JFK Civic Center, 50 Arcand Drive

Lowell, MA 01852

Phone: 978-446-7200

Fax: 978-970-4262

www.ci.lowell.ma.us

2.0 PROGRAM DESCRIPTIONS

2.1 Community Development Block Grant (CDBG)

The CDBG program provides annual grants to States, larger cities and counties for a
broad range of activities that preserve and develop viable urban communities. The
program’s principal beneficiaries are low to moderate income households at or below
80% of the area median income (AMI). The goals of the program are to:

e Provide decent, safe and sanitary housing

e Provide a suitable living environment

e Expand economic opportunities
The City of Lowell receives an annual CDBG Entitlement Grant from the U.S.
Department of Housing and Urban Development (HUD). Activities that receive CDBG

funding must meet two criteria:

e Eligible within the program regulations published in the Code of Federal
Regulations as 24 CFR Part 570

e Meet one of three National Objectives of the program established by
Congress, which require that activities must:
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o Provide a benefit to low and moderate income persons;
o Prevent or eliminate slum and blight; OR

o Meet an urgent community need that threatens the health or welfare
of residents.

For more information on how Grantees, such as the City of Lowell, receive CDBG
funds and administer the program, please refer to the National Community
Development Association (NCDA) CDBG Basics Training for Practitioners manual
from the 2002 Annual Conference in Providence, Rhode Island or
http://www.hud.gov/offices/cpd/communitydevelopment/programs/index.cfm

2.2 HOME Program

The HOME Investment Partnerships Program (HOME) provides formula grants to fund
a wide range of activities that build, buy and/or rehabilitate affordable housing for
rent or homeownership or provide direct rental assistance to low-income people.
HOME is the largest Federal block grant to State and local governments designed
exclusively to create affordable housing for low-income households.

Some special conditions apply to the use of HOME funds. Participating jurisdictions
(PJs) must match every dollar of HOME funds used (except for administrative costs)
with 25 cents from nonfederal sources, which may include donated materials or
labor, the value of donated property, proceeds from bond financing, and other
resources. PJs must ensure that HOME-funded housing units remain affordable in
the long term (20 years for new construction of rental housing; 5-15 years for
construction of homeownership housing and housing rehabilitation, depending on the
amount of HOME subsidy). PJs have two years to commit funds (including reserving
funds for CHDOs [Community Housing Development Organization]) and five years to
spend funds.

For more information, please refer to the manual entitled, Building HOME: A HOME
Program Primer, which is available at:
http://www.hud.gov/offices/cpd/affordablehousing/library/building/index.cfm

2.3 Emergency Shelter Grants (ESG)

The Emergency Shelter Grants (ESG) program provides homeless persons with basic
shelter and essential supportive services. It can assist with the operational costs of
the shelter facility, and for the administration of the grant. ESG also provides short-
term homeless prevention assistance to persons at imminent risk of losing their own
housing due to eviction, foreclosure, or utility shutoffs.

ESG funds are available for the rehabilitation or remodeling of a building used as a
new shelter, operations and maintenance of the facility, essential supportive services
(i.e., case management, physical and mental health treatment, substance abuse
counseling, childcare, etc.), homeless prevention, and grant administration.
Grantees, except for state governments, must match ESG grant funds dollar for
dollar with their own locally generated amounts. These local amounts can come from
the grantee or recipient agency or organization; other federal, state and local grants;
and from "in-kind" contributions such as the value of a donated building, supplies
and equipment, new staff services, and volunteer time.
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For more information about the ESG program, please refer to the ESG Desk Guide at
http://www.hud.gov/offices/cpd/homeless/library/esg/esgdeskguide/index.cf
m.

2.4 Housing Opportunities for Persons with AIDS (HOPWA)

The HOPWA Program provides grants for activities providing eligible housing and
related supportive services to low- to moderate-income persons with HIV/AIDS and
their families.

Eligible HOPWA activities include:

a) Facility-Based Housing Development f) Supportive Services
b) Facility-Based Housing Operations g) Permanent Housing
Placement

c) Short-Term Rent, Mortgage, & Utility Payments h) Housing Information
Services

d) Tenant-Based Rental Assistance i) Resource
Identification
e) Facility-Based Non-Housing 1) Technical Assistance

For more information about the HOPWA program, please refer to:
http://www.hud.gov/offices/cpd/aidshousing/library/index.cfm

3.0 MONITORING OBJECTIVES

An ongoing monitoring process ensures that the City of Lowell meet its two primary
legal obligations by making sure that all subrecipients:

Comply with all regulations governing their administrative, financial and
programmatic operations.

Achieve their performance objectives within schedule and budget.

The following objectives, which appear in HUD's Georgia State Office CDBG
guidebook!, provide a more detailed explanation of the desired monitoring goals.

1. To determine if a subrecipient is carrying out its community development
program, and its individual activities, as described in the application for CDBG
assistance and the Subrecipient Grant Agreement.

2. To determine if a subrecipient is carrying out its activities in a timely manner,
in accordance with the schedule included in the Agreement.

3. To determine if a subrecipient is charging costs to the project that are eligible
under applicable laws and CDBG regulations, and reasonable in light of the
services or products delivered.

4. To determine if a subrecipient is conducting its activities with adequate
control over program and financial performance, and in a way that minimizes
opportunities for waste, mismanagement, fraud and abuse.

" Managing CDBG: A Guidebook for CDBG Grantees on Subrecipient Oversight. CPD Division, US Dept.
of HUD: Georgia State Office, Atlanta: 2002.
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5. To assess if the subrecipient has continuing capacity to carry out the
approved project, as well as other grants for which it may apply.

6. To identify potential problem areas and to assist the subrecipient in complying
with applicable laws and regulations.

7. To assist subrecipients in resolving compliance problems through discussion,
negotiation, and the provision of technical assistance and training.

8. To provide adequate follow-up measures to ensure that performance and
compliance deficiencies are corrected by subrecipients, and not repeated.

9. To comply with the federal monitoring requirements of 24 CFR 570.501(b)
and 24 CFR 85.40.

10.To determine if any conflicts of interest exist in the operation of the CDBG
program, per 24 CFR 570.611.

11.To ensure that required records are maintained to demonstrate compliance
with applicable regulations.

The most important strategies for effective monitoring are:

On-site field visits — at least one time during the program year

Open communication between the grantee and the subrecipient

Assisting subrecipients in creating effective and efficient record-keeping
systems.

4.0 HUD REVIEW OF GRANTEE MONITORING

HUD Regional and Field Office Staff from the Office of Community Planning and
Development monitor CDBG Entitlement Grantees, such as the City of Lowell, “to
review the adequacy of the grantee’s monitoring of its subrecipients as required by
24 CFR Part 85 and 24 CFR 570.501-503. (Please refer to HUD Handbook 6509.2,
Revision 4, Change 3, 09/27/91). The following is an excerpt about On-Site
Monitoring that was taken from an outline that appears in the manual, Managing
CDBG: A Guidebook for CDBG Grantees on Subrecipient Oversight (2002). It
refers to potential questions that may be asked by a HUD representative during a
Grantee monitoring visit.

[Note: Items preceded by an asterisk (*) are not related to statutory or regulatory requirements, but
are only included to assist HUD reviewers in understanding a Grantee’s program, and/or to identify
issues that if not properly addressed could result in deficient performance. Negative conclusions
regarding items with an asterisk may result in a “concern” being raised, but not a “finding.”]

ON-SITE MONITORING BY THE GRANTEE (Sec. V)

*1. What factors does the grantee consider in selecting subrecipients and
activities for on-site review (e.g. dollar amount, nature of activity,
program experience)?
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*2, How often does the grantee monitor its subrecipients on site?
*3, a) For on-site monitoring conducted during the preceding 12 months,
identify

Names of subrecipients

Dates monitored

Number and type of findings
Date(s) of monitoring letters

Date(s) when findings were resolved

b) Identify the percentage of subrecipients monitored to the total
number of
subrecipients.

*4, a) Do monitoring reports document areas monitored and conclusions
reached
[and improvements or corrective actions necessary]?

b) Are subrecipients given [sufficient] opportunity to respond?

*5. a) Are monitoring results communicated on a timely basis to
subrecipients?

b) Do results include expected corrective actions and dates for
resolutions?

*6.  What are the Grantee’s internal procedures for ensuring quality of
monitoring efforts, including documentation and intended actions and
follow-through on promised actions?

5.0 MONITORING PROCEDURES

The City of Lowell’s Division of Planning and Development shall conduct at least one
on-site monitoring visit for each subrecipient during the program year. The
procedures listed below outline the monitoring process, and are the basis for the
development of an annual monitoring plan for DPD staff members. The annual
monitoring plan should be developed by the first day of each fiscal year - July 1st.
The plan will provide a tentative monitoring schedule for all grant subrecipients. At
this time, each project will be assigned a project manager that will be responsible for
monitoring.

When preparing the monitoring schedule for the plan, it is necessary to prioritize
subrecipients by performing a risk assessment to determine if any organizations
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require more immediate or comprehensive monitoring. Subrecipients that are
considered high risk could have one or more of the following factors:

e New to the CDBG program - first year as a subrecipient
e High staff turnover — especially in key positions
¢ Previous compliance or performance problems

¢ Carrying out high-risk activities, such as economic development and/or
multiple CDBG activities for the first time.

An experienced subrecipient that has been successful in carrying out approved
activities in prior years could have a more narrowly focused monitoring visit that
examines new activities, changes in program administration and operations or
aspects that led to monitoring recommendations in the past. It should be noted that
even subrecipients with a strong past performance should periodically receive a
comprehensive monitoring site visit.

5.1 Preparing for a Monitoring Visit

First, the assigned monitor contacts the agency to explain the purpose of monitoring
and schedule a date and time for the on-site visit. Once this is completed, a
confirmation letter (see Section C: Sample Letters) is sent at least several weeks
before the scheduled visit to:

¢ Confirm dates and the scope of the monitoring
e Provide a description of the information to review during the visit.

¢ Include a blank copy of the monitoring form that will be used during the
visit.

e Other specifications — which staff should be involved, what office space is
required and the anticipated duration of the visit.

In preparation for the monitoring visit, the assigned monitor(s) should conduct a
“desk audit” and review all written data on file for the subrecipient, such as:

e Application for CDBG funding
e Written agreement and amendments
e Monthly reporting requirements
e Documentation of previous monitoring
e Copies of audits

5.1.1 Monitoring Checklists

In order to ensure compliance with the specific regulations that apply to the various
types of CDBG, HOME and ESG-funded activities, DPD has developed four different
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checklists for monitoring visits. The Subrecipient Monitoring Checklist is the central
form that is used for monitoring all CDBG, HOME and ESG activities. In addition, two
secondary forms are used in combination with this main form for special activities
that have additional requirements. Finally, there is a checklist for acquisition,
disposition and relocation activities that is not used in combination with any other
forms. All four forms were adapted from the checklists that appear in the Guidebook
for Entitlement Grantees on Subrecipient Oversight, prepared for the U.S.
Department of HUD’s CPD Division in the Georgia State Office (March 2002). Please
see Section D: Monitoring Strategies and Procedures for more information.

As mentioned above, the monitoring forms that will be used during the on-site visit
should be mailed to the subrecipient along with the notification letter. This will help
to make the subrecipient aware of the reporting requirements and the structure of
the on-site monitoring visit.

Here is a description of the Subrecipient Monitoring Checklist and the three
secondary forms that apply to the following special activities: Economic
Development; Construction/Rehab; and Acquisition, Disposition and
Relocation activities (See Section B: Monitoring Checklists).

1.0 Subrecipient Monitoring Checklist: This form is to be used for activities
of all types, and it is divided into seven sections listed below. The
monitoring form is to be completed during an on-site visit while the
project is underway.

General Information

Performance Evaluation Review

Record-Keeping System

Financial Management Systems

Non-Discrimination and Action to Further Fair Housing
Property Management

Performance Evaluation Review — Conclusion

NoUuhwWN =

The secondary monitoring forms should be constantly referred to throughout a
project’s contract period and reviewed during the on-site monitoring visit. They
cannot be fully completed until the project is finished and the final outcomes can be
recorded.

2.0 Economic Development Monitoring Checklist: This form shall be used
for monitoring visits involving all economic development activities. An
initial on-site monitoring visit should occur while the project is underway
with the information recorded on both the Subrecipient Monitoring and
Economic Development forms. A follow-up visit should be scheduled
when the activity is complete to record the total number and percent of
jobs created and retained, etc.

2.1 Rehab/Construction Monitoring Checklist: This form shall be used for
projects involving housing rehab or construction or any other activities
involving physical or facility improvements. It helps to ensure that
projects are incompliance with the Davis Bacon Act, ADA compliance and
other requirements only pertaining to construction projects. The
completion of this form should be ongoing with the final outcomes being
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recorded at the completion of the project during a follow-up site visit
(example: verification of occupant’s household income).

2.2 Acquisition, Disposition and Relocation Checklist: This form shall be
used for all projects involving acquisition, disposition and/or relocation.

When completing the monitoring checklists, a “Yes” response from the columns to
the right indicates compliance with the corresponding objective. A “No” response
indicates non-compliance and may result in a concern being raised or in more
serious cases, a finding may be documented. A “N/A” response indicates that the
objective is not applicable to the activity. For example, a public service project
receiving CDBG, HOME or ESG funding for salaries would not be subject to
“procurement procedures”, so N/A would then be selected.

5.2 On-Site Monitoring Visit

At the beginning of the monitoring site visit, the assigned monitor reviews the
purpose, scope and schedule of the visit. While it is the City of Lowell’s
responsibility, as a recipient of an annual HUD Entitlement Grant, to monitor the
subrecipient’s activities and determine whether its use of CDBG, HOME or ESG
funding is appropriate and meets federal regulations, there are other important
benefits of monitoring:

e DPD gains an opportunity to learn more about the subrecipient and the
approved activity and to collect public relations materials, such as
photographs, quotes from participants and other supporting materials
about the funded organization.

e The subrecipient has an opportunity to receive technical assistance and
guidance from the assigned monitor about monthly reporting
requirements or any other questions they may have about the CDBG,
HOME or ESG programs. This can help the subrecipient identify potential
problems or issues before they start.

It is extremely important to keep a clear written record of the on-site visit by using
one or more of the City of Lowell’s monitoring checklists (Please see Section B:
Monitoring Checklists). The assigned monitor should fill out the form during the
visit.

At the end of the visit, the monitor concludes the visit by reviewing the tentative
conclusions from the monitoring. Four potential objectives of this final discussion
may include one or more of the following:

e To present the preliminary results of the monitoring visit.

e To provide an opportunity for the subrecipient to correct any
misconceptions or misunderstandings.

e To secure any additional information from subrecipient staff to clarify or
support their position.
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e For any deficiency, which the subrecipient agrees with, to provide an
opportunity for subrecipient staff to report on steps they are already
taking to correct the matter.

At the end of the site visit, there should be a clear understanding between the
monitor and subrecipient of the areas of disagreement and agreement about your
monitoring results.

5.3 After the Monitoring Visit

Once the on-site visit is completed, the monitor prepares a formal written letter that
describes the results of the visit, providing recognition of the subrecipient’s strengths
and weaknesses. The monitoring follow-up letter (see sample in Section C: Sample
Letters) must be mailed to subrecipient within 30 days of the on-site visit. A
copy of this letter should be kept on file with the subrecipient’s grant agreement and
monthly reports.

If the subrecipient is experiencing problems or is failing to comply with regulations,
these issues should be specifically outlined in this letter, along with
recommendations or requirements to address’ and rectify the problems. If a
concern or finding is issued for noncompliance with Federal rules and regulations,
please be sure that the issue is:

e correctly identified;
e based on applicable law, regulation or program policy; and
e supported by the facts presented in the monitoring follow-up letter.

When a concern is issued, the monitoring follow-up letter should provide
recommendations on how the situation could be remedied, but no additional action is
required. When a finding is issued, the monitoring follow-up letter must identify a
deadline for when the specific issues must be corrected. The monitor follow-ups with
the organization to make sure that the corrections have been made.

For situations in which the recommended corrections have not been made, the
organization will be placed on a probationary period, which must be approved by the
Assistant City Manager/DPD Director, until the issues have been rectified and they
are once again in compliance with Federal regulations and the grant agreement.
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